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A“'FLICATION FOR RECORDS DISPOSITION STANDARD

f

INSTRUCTIONSS:

Prepare in duplicate and forward 1o the Records Management Analyst Mana,unn nt Systems Division

marta

3. Dept., Division, Subdivision & Admimstﬂrmg Office

MARTA

609 Virginia Avenue
Atlanta, Georgia

Address

t
i

Departmeh of Transit Operations
Division of Transportation Tralnlng Branch -

Date Received /- 7Appl|cat|on No.

FOR RECORDS MANAGEMENT DIVISION USE

]

Date Compiluted

Nov -5 '975f ‘75_293 JAN 24 1978

1. Apphcateon Date

2. Dept. Application No.

4. Person ta Contact

Mr J. F. Bruce

;TrainingHOfficer

5 Working Titie ' — 6. Telephone No.

586-5373

7. ACTION REQUESTED

Lx]

ESTABLISH DISPOSITION STANDARD;

_RECORD WILL CONTINUE TO ACCUMULATE.

i \

DISPOSE OF PRESENT ACCUMULATIONS,

NO FURTHE!‘I ACCUMULATION ANTICIPATED.

8. Earliest & latest Dates of Series

1968—Present

g Exact Series Title

Bus Operator Training File

10. What is rhe function of the office in which this reco

See Attached.

rd series is created?

1

Documents relating to:
- included are:

of employee .

File is arranged:

11. This file contains the foltowing documents {inctude form numbers and titles, if any, and fiie arrangement}:

the training and certification of bus operators.

Alphabetically, by name of trainee, by year.

ATTACH SAMPLES OF THE FILE ‘

Instructors' Ride Reports,’Record of Instructions, Record of

- Route Qualifications, Copy of Bus Operators Certlflcatlon and photograph

12. Equipment Occupied No. of Drawers

Cu. Ft. of Records

Letter-size File Drawers 4
:j.égal-;}_e #nlé Drawers g . ; i) n
. B .
Record Center
Boxes 12

—_ —— . ——

No. of Drawers Cu. Ft. of Records

6 Annual Rate of Accumulation 2 4
i ‘1\.\. in Officels) In Storage Areals) 7“-|
LR eS| Floor Space Occupied (Square Feet)
] 7 7
This Last Freceeding | All Prior
B . Year's Year's Year's Year's
12 )
"~ il —1 AVERAGE DAILY REFERENCES _
3 1 0 0 0

M-3012
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WUESHEN&ATRE “Pl;cr;‘a; ,x" in the proper columnnlf answer is YES * plQn:e explain T T .“ T R 7“ "
YES  NO | | o
13. [ Xj [ ] Is this the Record Copy of the series? _ | : .

f B : A

14. [ ] [X]Is thete a duplication of this series in another office or agency? |

1.0 1 &Exd Is‘ﬁe!ihftnrmation contained in this series ever summari‘zed or published“!iA't_tach copy.
16.[ 1 [X] Does the series contain classified information requirittg :security handling?”

17.[ 1  [X7] Does the Series initiate;. amend or terminate agency policies and procedures?

18.[x]1 [ 1 Could the function be performed if the files were lost or destroyed? -,
190 ) [X] is the series {ot major portion of it) regularly microfilmed? If yes, why?

20.‘[ ] [X]‘ Does the recordaferies provide data as input to an EDPI file?

21.[ ] [ X] Does the reco.rd series cantain documéntation produced as EDP printout?

22.[ ] [ X] Has the Federal Government issued instructions governing retention/disposition of these files?

2. [ 1 [ X1 Will there be a need for these records 10, 15 years from now? If yes, what?

Py = e 2y AT n v YR T IO TN L L A T TR M, e

24. REQUIREMENTS. The following requires the files to be kept _._;_2_..__.,__‘Hyears:

a. [ JSTATE b. [ ]JSTATUTE OF c. [ JAUDIT d.[ ]FEDERAL e. [X] ADMINISTRATIVE f. [ ] HISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Clte Law Statute or other reason for the retention requirement)

Mr.hJ. F. Bruce

g TR T T ST T AT T B . N - . S oI et i s e pu—

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each

.| ] CALENDAR YEAR -] ] FISCAL YEAR [X] Other . R IR

¢ Hold in the current files area ———month{s)/___. __ vyear(s):

.« Transferto [ ] State Records Center | | chal Hoiding Area; hold .~ ___ vyear(s):
Destroy. '

Transfer to Archives for permanent retention.

Destroy immediately after cut-off. .
Other: {Specify) Upon completion of training, place file in inactive file. Cut inactive

file by calendar year, hold in current files area 1 year, then transfer to State
Records Center, hold 1 year; then destroy.
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{Indicate briefly rationale for recommendations above/or write additional remarks):

P

26 APPROVALS i e e g . — e et e
Approved Department Records Management Officer. Date pred Legal Counsel D te/
| Y — . . — S u—— —r mm——— — ._. __,44_7
Diysion Head /Designee ' Date Approved Dwnsu’y’of Audit Date
! ff// /=¥ DS boj"dﬂn _u_ﬂ,-L£_7 .
artment Head /Designee Date S : ADDZ?C' MARTA Managemen Adwsow Commnttee Date
7 Zete 2 // )L oo /- -2)-7(
Approved ~ Records Managemem Analyst - Date }E—P:fo"‘e‘i‘ Department of Archives and History  Date ]
i ‘:J-"':'»?.J
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DIVISION OF TRANSPORTATION

Functions and Responsibilities

The division provides bus transit services for the MARTA service

area. 4

A security service is provided for on the Authority's buses. The
division provides the secﬁrity for the department's three garages,
grounds and equipmenﬁ and the Equitable Building. Pursuant to
providing security this division maintains liaison with school

officials, police departments and the courts.

The division handles citizen suggestions and‘complaints regarding
transit operations. All fare box revenues are collected and
transported by this division, also a 24~hour schedule information

service is provided.

The division conducts training programs for operators, supervisors,
dispatchers, and other employees:rlThis division provides for the
installation and monitoring of industrial and public safety
procedures. A continuocus program of safety training for 6perators
is conducted. Accidents involving employees or vehicles of the

Authority are investigated by this division with the assistance of

_the Division of Claims, to determine their cause, the existence of

safety violations, and corrective and preventive action to be taken.
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This division operates FhefAuthority radio system.f It also

develops and maintains the divisional and personnel records.

Approved by: -~ YA

/Alan F.(Kiepper ,
!/ General Manager

Date: ’ T //
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